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ABSTRACT- ^ " ^ 

Described in the handbook is the Merrill Area ^ 
(Wisconsin) Public Schools program to prepare handicapped ]^outh foi: 
occup.ations in recreational-environmental vocations. In Part I* a 
school forest summer curriculum workshop already tested with 
handicapped children is outlined iTT^erms of purpose and philosophy 
(to increase the special vocational education opportunities for 
handicapped youth through iob' ti:aining in the outdoor laboratory 
environment) y 25 objectives (such as to understand and respect the 
need for ecological controls) , curriculum sequence^ format, methk>ds, 
evaluation, and resources. .Included in Pg.rt II on developing programs 
and services ^for the. handicapped are brief sections on the 
classification, incidence, and educatione^l provisions for mentally 
retarded, hearing impaired, speech impaired, visually impaired, 
eajotionally disturbed' and socially maladjusted", crippled and heaMh 
impaired, and specifically learning disabled children.* The remainder 
of the document is devoted to information nes^ssary to filling out 
such forms as program applications^ vocational education 
application!?, expetiditure and travel reimbursement reports, and 
encumbrances reports. Sample forms and aiiplications are also 
provided* (SB) ); 



* Documents acqujired by ERIC include many informal unpublished * 

* materials not available from other source's. EBIC makes every effort * 

* to obtain the best copy available. Nevertheless^ items df marginal * 

* reproducibility are often encountered and thi^^ affects the quality * 

* of the microfiche and hardcopy reproductions ERIC makes available * 
t,* via the ERIC Document Reproduction Service (EDRS) .; EDRS is not * 

, ♦ responsible for the quality of the original document. Reproductions 

.* supplied by ED^RS are the best that can be made from the original. * 
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PHILOSOPHY 



We believe that the Merrill Area Public Schools shouia provide 
the best -possible education coinmensurate with our resources ^o that 
each student will have an equal opportunit}^ to achi^^e his majcimum 
potential as a member of our -democratic sdciAty. We believe that the 
school .should constantly strive to foster in eacK individual an ap- 
I^reciation of his responsibilities to^ this society by pr<>y^ding him 
with the necessary knowledge and skills. We believe the ^tjhools 
shGlild encourage the developnjjant of patriotism, aesthetic appreciation, 
crittLcal thinking, physical fitness, and creativity. We believe the 
Student should experience respect for the rights of others, awarfiqriess 
of world affairs, and Understanding of" the inter-relationships of nations. 

We believe the schools should encourage the preservation and per- 
fection c(f our democratic society and promote an attitude of respect 
and appreciation for our cultural heritage. We believe the schools 
should meet the demands of a changing world by adopting and applying new 
knowledge and technology .in the improvement of education, interpreting 
social Jchange, thus helping youth prepare fyr^life and showing leadership 
in meeting the many challenges of changing times. ' 



-6 
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FORWARD 
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It is aT)leasure for the Merrill Area Public Schools to present 

*this handbook describing- the progjrain to prepare youth for occupations. 

i 

in Recreational - Environmental Vcpcptions, an old industry with a new 
awakening of nationwide importance ^s humans search for identify and 
self-preservation in the face of possible self~debtruction» • * ^ 

Funds from the federal Vocational 'Education Ac?" administered by 
the State Department of Public Instruction supplemented local funds in 
supporting the development units based on the format of the Persisting 
Life Situations (PLS) , the Wisconsin^EMR Curriculum, A Persisting Life 
Needs Approa^ph to a Curriculum for the Educable Mentally Retarded , 



Each unit represents a suggested starting point for instruction** 
Each teacher is encouraged to revise, delete, extend, and expand accord- 



ing to his particular expexiences . 



Appreciation is extended to all who participated in producing these 
initial documents. 



ROGER G. LOWNEY 
Superintendent of Schools . 



AUGUSTO G. MUNOZ., 
, Director of Instruction 



lERlC 
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INTRODUCTION 



Key Issues and concerns of today are for a return to an ecological 

balance with an end to pollution, occupational preparation with an end to 

/ \ . ' - ' C^i 

high uneinplojrment, recreation with- relief for social and personal adjust- 
ment, problems, and values with a search for a new Idealistic future. 

Problems or conditions which limit those achievements Include .a lack 

\ ■ ■ ' ' 

of laadarshipft direction and self-direfe^ion, and materials which can provide 
guidance in instruction to help fulfill a final gpal of an ever inspiring 
"and ever satisfying peaceful existence of humans and their surroundings. 

y 

The Persisting Life Situation (PLS) iinlts in the overall area o^ 
Recreational - Environmental Vocations represent an initial effort to pro- 
vd.de materials for leadership in instruction toward meeting the final goal. 

Each unit has specified objectives with suggested activities and materials' 

' ' ' ' ^ \ ' . - • 

for meeting those ol>jectlves. The units for Recreational - Environmental • 

Wocatlons were devi^loped and tested with handicapped children at the Nels 

P# Evjue Memorl^ Forest, outdoor laboratory. More anits will--be developed 

and tested as the project d&ntlnues. Ideally, 'the students will develop ^ 

skills and/or knowledge of skills that will enable them to satisfactorily 

meet the problems life and society demand of them. These units were developed 

and tested with mentally retarded students, but are applicable to students of 

all abilities. This material is not fully completed as a unit on forest 

management is being developed, and the units on outdoor recreation will b^ 

expanded. -With Jjnprovements and expansion of the Outdoor Laboratory facili- 

ties, other units of work may be undertaken. Your reaction to our initial 

efforts will be appreciated. . , 



X 

ELBRTDGE CURTIS, ^ 
""S -Project Director 
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SUBJECT: 

Enj;lronmental - Recreational Vocations Project 

MEMBERS: ^ 
Elbfidge Curtis, Director of Project 
Harlan Adams, L.V.E.C. Director 
Ruth Dreger, Special Education Teacher 
Irene Elllngson, Special- Education Teacher 
Evelyn Pergande, Special Education Teacher 
Frank Roskos, Special Education Teacher 
Don Slmek, Chairman - Business Education Department 
Turlla Will, Special Education Teacher 



Kdld 



CONSULTANTS i 

Wilbur Kcdlnke 
Fred Snyder 
James IJood 




CENTRAL ATd-UNIsl^TORS : • \, 

E£)ger G. Lowney, Merrill Area Public Schools Superintendent -w 
Robert K. Opsahl, Director of Administrative Services \ 
Augusto Munoz, Dlrectot of Instructional Services 

A. PURPOSE AND PHILOSOPHY 

^ The handicapped child has a constellation many positive behaviors, 
skills and characteristics. The public school represents the social in-^ 
stltutlon devotfed to programs of formal instruction. The Outdoor Laboratory 
as an adjunct to the public school can enlarge upo'h these behaviors, skills 
and characteriatics. It is a resource laboratory in which the handicapped 
child can develop recreational and vocational skills. 

The purpose of the project is to Increase the special vocational education 
opportunities for handicapped youth x^ith the development of training programs 
extending the classroom through job training in the Outdoor Laboratory environ 
ment x<rhere learning by doing will be* the essential component. 



B. OBJECTIVES _ 

. ^ 

1. To assess the adaptability of handicapped students working in an 
outdoor situation. ♦ 

2. To develop meaningful learning experiences."' 

3. To develop* competency in performing assigned tasks in an outdoor 
situation;* 



4. To develop an ability to see relationships between cause and effect* 
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5. To grow in ai> appreciation of the environment^ 

- f 

6. To understand and respect the need for ecological* controls. 

7. ^ To develop and strengthen skills and dexterity in handling tools 

and equipment. - , 

8. To develop and nurture a feeling of self-confidence. 

<i » * 

9. To achieve personal satisfaction in accomplishment of an assigned 
task. ' } 

10. To help students build a better self-image. " * , 

r 

11. To help students learn to get alolig well with others 1 

<? 

12. To help students learn to cooperate when working with others. 

13. * To apply knowledge, skills^ attitudes and understandings essential' 

to. problem solving. 

14. To apply knowledge, skills, attitudes and understandings essential 
to earning a living • • ^ ^ o 

JL5. XoTdevelop skills essential for- operation of recreation related 
vacations. 

16. Jo ^develop, skills in using tools and materials to product a finished 
product. ' • * ^ 

17. To develop "eye-hand" coordination necessary to manipulate tools and 
equipment. ' • • • 

/ • 

18. 3^ develop and maintain physical and mental Itealth. 

19. To think critically and. act responsibly. . ^ 

20. To. develop an awareness of differences in th6 varying abilities of 
others. 

21. To 'develop interest and skill in worthwhile leisure time activities. 

22. To appreciate the duties^ r^sponsiblities and privileges of citizen-^ 
ship. ^ 

23. To develop skill in controls necessary for ecological harmony of man 
and the environment. 

24. To develop the ability to m^e simple and correct choices. 



25. \ To develop the ability to control and direct most of his own behavior. 

Ariyoite may develop a list of 25 or more objectives for a program of this 
nature* TBiis list is not in any manner complete or is the prog;^ neces- 
sarily limited to these objectives, buD theLjabjectives used are as, a guide 
to initiate the lessons and experiences ythat follow. t>L-^^ 

10 • 
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C. ' SEQUENCE 



PhasG I : Focused on curriculum development > preparation of materials, 
purchasing of equipment, preparation of selected work-study 
stations, and pilot training In selected areas. 

Pha<N2 II : Focuses on continuation of Phase I and expand Into selected 
training programs as developed In Phase I. 



• * * • 

Throughout an Individual's life ceftain recurring functions are required 
♦ by living in a democracy. These recurring functions were .defiited by 
Stratemeyer, Forkner, McKlm and Passow in Developing a Curriculum For 
Modem Living (2nd Edition, 1957). There is a total of tv/elve Persisting 
Life Situations. l^Then adequately met and resolved in concerted fashion, 
these represent the objectives and desirable outcomes *of programs for the 
handicapped. In this curriculum, those Persisting Life Situation (P.L.S.) 
applicable to recreational and vocational knowledges and skills which can 
be learned in a school forest were developed. They are as follows: 

P.L.S/ #4 Learning to Handle and Adjust to One^s Social, Technological 
1' and Physical Environment involves the essential habits j 

attitudes and skills necessary in using social amenities and 
customs, using tools and mechanical equipment and in under- 
standing and adjusting to the physical, environment. 



P.L.S. #7 Learning to Earn a Lj.ving involves the essential 1^1 ts, 

attitudes and skills necessary to be a good worker, knowing 
what jobs are available for him^ preparing for and gett;ing 
a job. ^ 



Is 



P'.L.S. #8 Learning Homemaking involves the essential habits > attitudes 
and skills necessary for the feeding, clothing and housing of 
oneself and one's family. ^ 

P*L.S. 'V/ll Learning to Apprec|Late, Create and Enjoy Beauty Involves the 
essential habits > attitudes and skills: necessary to develop 
and maintain an atractive appearance and to exprkss oneself 
through a variety of media (crafts, music, art, aancing) . 



E. METHODS 



(a) A series o^ discussions prior to the end of the school year were ' 
held to identify the goals and objectives of the projects. 

(b) Available pertinent publications were researched. 

(c) Writing was dofie' 6h an individual and group basis. Each member of 
the group contributed in the areas in whid:n he felt competent. Re- 
sults of the project were edited, cooperatively. 

(d) The final product was a result of the composite individual and group 
experiences and research. ■.. 
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EVAL UATION 

It was discovered that many of the projects planned could be done by 
students under supervision. Eighty-five percent (85%) of the educable 
students could complete a -specified task under supervision. Sixty-five 
percent (65%) of the trainable students cpuld be conditioned to do some 
x^ork under direct-supervision and aid. 



RESOURCES 

Nels P. Evjue Memorial School Forest and Outdoor Laboratory 
Camp New VJood County Park 

Wisconsin E,M,R, Curriculum Guide (VJisconsin Department of 

Public Instruction) 
The Slow Learning fiyoRram in the Elementary and Secondary 

Schools (Cincinnati Guide) Ohio Curriculum Bulletin //119j 

1964. 

Teacher-Counselors^ 

Special Education Students 

Pamphlets 

Textbooks 

Manuals 

Materials pertinent to the project 
Films 

Films trips 




12. 
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II. DEVELOPING PROGRAMS, AND SERVICES FOR THE HANDICAPPED * 



A. GENERAL 



1. 



3. 



Froj^ets may be developed by a Local Education Agency (LEA) , o 
Cooperative Education Service Agency (CESA), County Handicapped ^ 
Children*^ Education Board .(sCHCEB) , or multidistrictxcooperative • 
agreements (66.30), to. serve handicapped pupils through age 20 
or'^graduation from high school. - 

Pupils to be served must meet the cr^teri^ for identifyingi handi- 
capped -persons -as included in (She wj^sconsih State a.an ,for Voca- 
tional Education and the eligibility cri'fieria for handicapped as 

, established by the Wisfconsin Department of Public. Instructioi^ 

. (DPI).' (See pp'. 5 and 8 of this handbook*) 

Personnel frop the^DPI, Vocational Education Programs unit, and 
from the DPI Division for Handicapped Children's Services will 
be available as consultants on projects to advise J^f^eir par- 
tlQular areas of e;t<:pertise. ■ ^ 



1 



JB . PROGRAM" REQUtHEMENTS ' . . . 

• * 

Pro 5ec t . .proposals- mua t mee i; the program -xequlrements of the Wisconsin 
'. State Plan for Vocational Education ; of special importance amding the 
-program requirements are the following: n . , 

1. Provide vocational education instruction which is realistic in 
terms of occupations suitable for handicapped persons as part 

"Nof the total program whenever possible; ^ 

■ ' • ■ - V ' 

2. Provide orientation to work opportunities for handicapped persons 
to help lead thein into realistic occupational training programs; 

3. To the^tent possible, relate to the total vocational education 
effort within the LEA, CESA, CHCEB and be identified as contribu- 
ting to the accomplishment of a Local, Long-Range Plan for^^oca- 
tional Education; and 

A. Be developed in consultation with: 



<a) 



(b) 



(c) 



representatives of the employing cbmmtmity l^rough 
advisory committees, etc.; 

s 

a Local Vocational Education Coordinator (LVEC) who 
serves the total program of vocational education 
within the LEA or CESA; and 



the Special E;ducation Director or, in the absence of 
such a director, the administrator's designee in that 
area of responsibility. 

^ ■■ 



13 
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PROJECT PROPOSALS 



J 

\%^^J^ thi 



^Project proposals initially should be submitted i% duplicafe^^^-^tf the 
DPI Prograjn Administrator for Vocational Education in letter of in- 
tent format, the letter of intent should. contain the following in- 
formation: ' * . 

1. Legal name of submitting agency* 




2. Descriptive title or name of projecfe. propdaal. 

3. Operational time of the proposed program (if the project is for 
more tdian one pha^e or fiscal year, this shopld be indicated in 
Nosi 5 and 7 below. 

4. Purpose of the program! 

5. ^asic operational plan including, children to be served, personnel^ 

to be involved, instructional methods to be used, LVEC's and other 
vocational education personnel involved, etc. \ 



6. Expected outcomes of the program. 



7> Total cost of the. proposed program, including the breakdown by 

fiscal years of local costs, state share, other federal grants, ^ 
antl" t^ievocatl^al- -education- -^c^-reqt^ - , 

8. A statement that the local ^oard and district administrator ap- 
^proves the proposed project and the submission of the letter of |' " 
intept. ^ ^ \ 



9* Signature of the district administr^or. 

Letters of intent will be reviewed by professional personnel from the 
staff of the Vocational Education Program Unit and the Division for 
Handicapped Children's Seirvices. A Priorities Committee will review 
all proposals and recommend to ^the VEA Program Administrator those 
proposals which are recommended for funding. The submitting agency 
designated 4n each letter of intent will be notified as to the action 
on their prd^Bsed project. Those prpjects which are; approved fpr 
further funding consideration will then be submitted in detailed form 
using Form VE3 along with a complete description of the program opera- 
tional plan. , - 

Projects will be supervised* and reviewed in operation by -personnel of 
the DPI Division for Handicapped Children's Services with the assistance 
of the Vocational Education Program consultants as desired. All funded 
projects must mh&t the various annual reporting requirements of the 
Vocational EducaticSn Amendments, including enrollments, completions, 
follow-up and periodic descriptive reports of program progress and tho^ 
requirements dof the Division- of Handicapped Children's Services. 
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H^DICAPPED 



Excerpts 5rom Federal sotirces on definitions of Handicapped Persons 
to bei used in planning and evaluating vocational education programs. 

From ^ ^ocational Education/ Rules and Regulations " PL 90-576: 

102 ,3(9) "Handicapped persons" means mentally retarded, hard of 
hearing> deaf, speech imp4ired,* visually handicapped, seriotisly 
emotionally disturbed, crippled, or other health impaired persons 
who by reason of their handicapping tondition canjiot succeed in a 
vocational or consumer and hojaemaking education program designed 
,for persons without ''sucii handicaps, and who for that reasofi 'r-equire 
sp^ial educrational assistance or a modified vocational consumer 
and homemaking education program." " 

Ixpm^ "Vocational Education for Handicapped Persons Handbook -for ^ 
Program Implementation ", Augustf, 1969: 

"The handicapped are a diverse populatiCn within our society. They 
vary in characteristics to as large an extent as the. non-handicapped. 
Classifications are only arbitrary labels used to describe persons 
with similar disabilities. A classification cannot serve as the 
basis for defining the type of program needed by a particular person. 
Each person should be individually assessed so that his program can 
be designed, to meet specific needs." 



MENTALLY RETARDED 

For educational purposes, the mentally retarded are ciassifi'ed into 
two groups, educable and trainable, * \ ^ 

' \ 

The Educable : ' ^ . • 

This group 'will probably comprise the largest single block 
of students to be served by the vocatidnal educator. Two 
to three percent of the general population is thought to be 
educable mentally retarded. Their rate of intellectual de- 
velopment ranges from 50% to 75% of normal intellectual 
growth, -although these figures are arbitrary. While excep- * 
tions are common, the large majority of educable stMents 
will achieve maximally at the sixth gq^ade level. 

The Trainable : 

The trainable respond more slowly to education and training 
than do 'the educable. Their rate of .deyelopment is approxi- 
mately one-qxiarter to one-half of the normal rate. An indi- 
vidual Iti this group is likely to have secondary physical or' 
'emotional problems ii| addition to retardation. Education 
and training emphasizes the acquisition or« seif-^are skills : 
social adjustment to the family^, school, and neighborhood/; 
iind economic usefulness in either the tome or a sheltered 
situation. The trainable usually require some Care, super- 
vision, and economic support througtiout life^ 
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. Tha TralnabJ^e Continued 

There are approximately tKree trainable individuals in every 
thou3^nd people in the population. Vocational educators can 
expect to work with very few traina:ble students, although it 
is possible that these students might profit from exposure pcf 
selected aspects of the Vocational ediica^ion program. 

Generally, the trainable are served in special schools or 
special classes ^in tegular schools. • ' . 



HEARIJ3G IMPAIRED ^ .> \ . ' 

" . ' ' ' • 

Students with impaired hearirig'are classified into two "groups for edu- 
cational puriiosQs: the deaf and the hard of Hearing. 

Students are considered deaf when their sense of hearing is non- 
functional for ordinary purposes. .There are two class^^in thie group, 
based on the time when loss of hearing occurred: (1) the congeni tally 
deaf - those who are born dfeaf ; and (2) the adventitiously deaf - those 
who were born with normal hearing but whose hearing has becbme non- 
functional, due to illness or accident. " ^ 

Although the sense of hearing in these students is defective, it is 
'considered functional either with or without'' a hearing aid. 

Approximately '^student out of every 1,000 is «deaf, 5 students, out of 
every 1,000 are thought to, be hard of hearing. 

The deaf and hard /of hearing are educated under many organizational 
plans, particularly resource rooms, itinerant specialists, «h^' special 
classes. For severely hearing impaired youngsters many cities operate* 
special residential schools. These schools serve rural, as well as 
urbaxx areas • . ^ 



SPEECH IMPAIRED 

Spe^h is constLdered des^ctive- simply when its deviation from average ' 
speech draws attention t^ Itself. ^ 

The major categories of speech defect^ are: (1) artlculatory disorders, 
(2) vocal 'disorders, (3) stuttering, (4) delayed speech, and (5) speech 

disorders associated with cleft palate, hearing impairment of cerbral - 
palsy. ^ " 



About 80% of fch^;^^peech cases in school are articulaf^ry disorders which 
involve substitutions CV/ight" for right, "yeth'^ for yesj^^'^yeow" for ye] 
low, etc.) omissions (con^onan£s dropped), distortions (whistling the "s" 
sound) and additions (on-a the table) . 



1 
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'H. -VISUALLY II-IPAIREP . . 

— — T = ■ ■ y 

For educational purposes, the visually impaired are classified into 
tx-;o groups, theJ)lind and the partiaUy sighted. ^ \ ' 

^ t •• 

^ • «• 

/ A blind student is one who has so little visit>n that the senses of 

•touch and hearing must be substituted for sight when teaching. 
• Braille is most often u3e<J by these students. Many tfiagazines and 
books are regulatly translated into braille for use by the blinds 
^' Tape^ and records are alpo available. The reader '^s directed to 

"the Instructional Materials Center at ^the Americarl Printing House 
^. for the Blind,, the Library of- Congress, or to local service- agencies 
' for specific help in locating and identifying applicable instructional 
Taaterials. , ^ ^ , . 

, 'ihe partially sighted are able to utilize some remaining vision for 
learning. Special materials, instructional procedures, and conditions 
are* incorporated to accommodate the students.' ^ 



There ate few blind and partially sighted person^ Si the general popu- 
lation by comparison with the mentally retarded. ^There are approxima- 
tely three J)lind students and^ix partially sighted students out of 
^ every 1,000. Occasionally a visualiy impaired student will take part Q» 
in vocational educaO^n, but as a rule specific programs should not be 
• established in,: the^,P;ri&^ 

sually impaired are educated in a variety of organizational *arrange^ 
related tp the severity of loss of vision. The partially sighted ara 
integrated as fully as possible into regular school programs with 
itinerant teachers and resource rooms available when necessary. Very 
often the blind are brought together in residential schools where the 
preparation, for possible return to the comniunity ia intensive. 

I, EMOTIONALLY DISTURBED AND SOCIALLY MALADJUSTED ' ^ / 

Emotionally Disturbed ; K * 



The behavior of the student may be inappropriate to the point 
/ that it is both distracting and disruptive to the rest of the 

clas3, placing undue pressure on the teacher and intensifying 
' the pupil * s own problems . 

Socially Maladjusted ; 

Students who are* constantly causing trouble in school or at home 
(truants, predelinquents, delinquents, and "Incorriglbles") • 

There are Approximately 20. Emotionally dis^turbed or socially mal- 
adjusted' students but of every 1,000. These persons are educated 
most often in special classes or special schools, pue to poor 
Identification procedures mflny emotionally dlstubed or socially 
maladjusted students are not receiving adequate service. Many are 
in the regular programs and are not receiving special education. 



V 
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CRUMPLED AND HEALTH II^PAIKED , 

5se stiidents have limited abilities In self -mobility , sitting in 
a classroom, and using materials for learning because of muscular^^^ 
and neuromuscular tiandicaps..^ These conditions include cerebral palsy ^ 
muscular dystrophy, multiple sclerosis.,^ poliomyelitis, spina bifida, 
paraplegia^ aiid heart condltioits. ~i ^ 

gome students have, limited abilities, similar to those listed ^above, 
due to skeletal deformities. Examples include clubfoot, congenital 
dislocation of the hip, scoliosis (curvature of the spine) ^ bone 
cysts, ttimors, and conditions caused by accidents, 

Oth^^students have limited strength, vitality, and alertness for 
school work due to chronic health prob^lems* Examples include heart 
conditions, tuberculosis, rheumatic fever ^ ^ephritiis, inf(Jctious 
hepatitis^ infectious mononucleosis, asthma, hemophilia, epilepsy, 
leukemia, and diabetes, J 

There are approKimately 20 such students who suffer from" one of these 
diseases out of every 1,000.* Thi^ population should be integrated] 
with regular students whenever possible, depending on the degree of^ 
impairment. 

They may also be served in resource rooms, special day schools, 
special classes, hospital instruction,^ and homebound instruction. 



SPECyiC LEABMIHG DISABILITIES 



Specific Learning Disabilities children have a disorder in one or 
more of the basic psychological processes involved in understanding 
or i^i using language; spoken or t;ritten, which disorder may manifest 
itself in imperfect ability to listen, think,* speak, read, write, 
spell, or do mathematical calis^ulations . Such disorders include such 
conditions as perceptual handicaps, brain ^injury, minimal brain dys- 
function, dyslexia, and developmental aphasia, but such term does not 
include children who have lear&ing problems which are primarily the" 
result of visual, 'heariiigs, or motor handicaps, of mental retardation, 
of emotional disturba^e,"^ or of en'\^ironmental disadvantage. 

... , ■ . ' ^ ' 



J 
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III. GENERAL PROCEDURES FOR PROGRAM APPLIGAl'lQNS 

A. AMUAL APPLICATIONS ^ ^ . ' ' . 

A project application is .required each- year •for each funded course, 
" workshop; LVEC/ guidance ,program, or other funaabJLe activity inyo- 
cationar education*.^ Project applications are submitted using £he 
appropriate form provided by the Department of Public Itistruction; 
these forms are described and illustrated in this Section. 
♦ 

The project ap-plication establishes several important things: 

(1) that the program or activity i][ieets,^ or . continues to 
meet in case of renewal applications, the require- 
ments of the Wisconsin State Plan for Vocation^^ 
Education and the comprehensive program requirements , 
as outlined in this Handbook; 

/ 

(2^) that project expenditures which are to be made are 

acceptable by the Departnipnt of Public Ins£ruction • 
and I'Till be eligible for reimbursement after tran- 
sactions have been completed. ✓ 

The project application, when it has been reviewed and approved and 
a current number assigned by the Department of Public Instruction, 
begins the audit trail for program and fiscal accounting purposes. 
A copy of the approved financial portion of all approved 'applications 
are returned to the local educational agency as part of the approval 
procedure — this approved financial portion (Part IV of the Form VE-3. 
for instance) clearly identifies those items which may be purchased in 
anticipation of subsequent partial reimbursement v/ith federal funds. 

The project application must present a complete picture of the program, 
position, or activity. The application form calls for the basic data 
required; applications should be supplemented x-Tith* what ever additional 
information will help to give insight into the quality and objectives 
of the program, 

B. Renewal applications 

Renewal applications need not have every section of the application 
completed if the information reported on the initial or previous ap-?' 
plication continues to be accurate and complete. However, each re* 
newal application for a Capstone course must have Part II completed 
with the name of the teacher, the teaching schedule, etc. whether or 
not the teacher salary is eligible for funding in that particular year. 
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C, APPROVED PR0GRM-1 OBLIGATIONS ) 

ti f. * 

Teachers assigned to Capstone courses must be vocationally certified 
whether or not the Capstone course is funded in a given-fiscal year. 
Once a Capstone, eoura^ is approved' for funding, it must continue to 
^eet- the requirements of the Capstone program (incliiding the submitting 
of enrollment, completion and follow-up reports) whether or not funding 
is requested in subsequent fiscal years; If a Capstone course fails to 
meet requirements in subsequent .years after equipment has bein purchased 
for it in a prior year, ^.ederal -regulation require that the equipment be 
solti and the federal government's equity be repaid. 

^ ^ . - ■ 



SCHEDULE FOR RECORDS MD REPORTS 



\ Enrollment Report (fall . 

Follow-up Report 

Teacher Status Reports 

Quarterly Report (1st) 
for LVEC's 

Quarterly Report (2nd) 
for LVEC's 

I 

Annual Descriptive Reports 
(optional) 

•Completion Reports" 

Program Applications* 

Encumbrance Reports 
Claim Report 

Inventory Reports ° ° 
Inventory Verification 



PI-IS-VEr32 (Rev. '72) 

Plf-IS-VE-aS 

PI-IS-VE-3T 

PI-IS-VE-23 

PI-IS-VE-23 



PI-IS-VE-32 (Rev. '71) 



PI-.^-86 
PI-AD-86 



PI-ia)-78 



December 1 
November 1 
November 29 




June 30 
June 30 

Renewal i3 May 15 

New January 15* 

May 1 

6 months ^ter end 
of fiscal year 

with claim 

as instructed 



*Includes PI-IS-VE-1, PI-IS-VE-2, PI~IS-VE-3, PI-IS-VE-4> Pl-IS-VE-5, 
and Pl-IS-VE-6. 
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IV. INSTRUCTIONS FOR COl-lPLETING VOCATIONAL EDUCATION. APPLICATION 
. PI-IS'-VE-3 (REV. 4-70) 

Course Information: Indicate type of ^program (regular or special needs)'. 

Indicate whether the application is new or j;enewal. * 
Application date should reflect date application was 

/ filled out. .(NOTE; Application must be submitted to 

and ^approved by DPI befcfre putthapes can be madeV? 

^ salary claimed,) ' 



PART I ^ HEADING ^ ^ 

Enter the number- which designated the County, Local Education Agency, Co- 
■^perative Educational Service Agency and Vocational, Technical, and Adult 
District. 

; ' . 

Enter distinctive school name (e.g., *^*Jiscpnsin Rapids-Lincoln" rather 
than "Lincoln High School", "Milwaukee West DiXj^ision" rather than '*West 
Division.") 

Give descriptive title of course. 

Enter the last assigned application number in prior application blank if 
this project has been previously submitted during this or any previous 
fi&cal year. 

1. Provide all information requested. 

' 2. Provide all information requested. 

3. Provide all information requested. ^ 

4. Refer to specific special suarveys, follow-up studies 
and contact with WSES, eto. 



See special lists published by DPI; use six-digig 
classifications. 



6. Provide all information requested. 

7. Provide. all information requested. 

* 

S.*" Leave blank* 



Financial Summary ; 



Indicate fiscal year during which encumbrances will be made. 
(Purchase orders placje for services performed regardless of 
V when payment is made; fiscal year extends from July 1 to Jtine 30.) 

Enter total in requested coluwn frcto Part IV • 




2h 



Flnat^Clal Summary -/Continued: 

If ©alary is being requested, the qhief administrator must certify 
thajt additional salary expense vjIII be incurred by initialing the 
> box next to the salary column. 

Indicate date Locals Long-Range Plan was accepted and date that it 
was .last updated. ^ 

The appropriate administrator and LVEC must sign the Application. 
(Leasee LVEC blank if none.) 



PAKT II T HEADING . . 

Fill in all appropriate boxes. . 

Show only vocational license by subject area issued by DPI. ' 

Basic salary ii^ that part ctf the total contract salary paid for teaching 
duties. 



To compute the percent vocational, use the following formula: 
Number of hour& teachin}^ vocation ccmrse 

Total niunber of hours teaching (vocational course is included in this total) 

\ ^ ^ 

Amount chargeable is computed by taking basic salary times the percent 
vocational. 

i. ^Class period. ^ 
^ 2. For modular -scheduling, attach supplemtn. 

3. ' * Provide all information requested. 

4. Provide all information requested. 

5. Provide all information requested. / ^ 

6. Provide all information requested. 



7. Extended contract salary is only that salary that is being 
paid for the extended period of employment, sunmery etc. 
(See above for computation of ^rcent vocational and amount 
chargeable.) . 

8. Provide all informatian requested. 

9. List specific related courses that coxvtribute to the employable 
competencies developed in*the Capstone bourse. 

10. Give enough information so that classroom-laboratory facility 

can be evaluated in terms of adequacy for vocational education. 

11% Provide all information requested. 

12.* Provide all information requested. ' 

13* Provide all infoirmation requested. • , 



PART III - f 

. 1. PrdvidG all information requested. f 

2» Take the coordinator average travel time Ve^ween work^ 
. stations. . 

3. Average for entire class. 

4« Provide all information requested.' 

Avenge number of visits to all work stations* per month. 

Provide |lil 'information reques^ejdf ' 
t • I- » 

s 

7. Teacher of the Capstone course. 
^ List sequence courses required* 
9. Provide all information r^u^§ted. 
10 • Provide all Information requested. 



\ 



11. "Indicate the arraiigements made ^th the Department of 
Itfdus try > Labor and Human' Relations. 



12. ^Provide all information requested. 

■A' 

13. Describe ^ny variance from co-op standards, 

14. ' Provide all information requested. 

15. Provide all information requested. 

16. Provide all information requested. 

PART IV - , . ^ 

1. See special sheet on priority of expenditures; a priority 
number must be listed for every item. 

2* Provide all information requested. ^ 

3. Items that cost less than $10 per unit cannot be approved. 

4f Provide all information requested* 

' ^^ 5. Providi^ a^^ftional d^)s^ription of items to be purchased'. If 
equipmefJt la new and nolL a replacement for equipment already 
used, x^ite "new" after cifie itaii^ 

<6. Provide all information requested. List vendor of equipment. 

7» item numbers must be shoi-m ^r every it^ listed. Item numbers 
should be continued on a cons^ecutlve basis throughout all' appli- 
cations for a fiscal period. ' . y 
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Hisconnm pePA'RTM^NT of pubuc instruction 

VOeATlOHAL EDUCATION APPLICATION «^ 
PI IG VE-S (R«v. 11-71) 



INSTRUCTIONS: Prepare in duplicate. Submit 
original only. Use additional sheets if necessary. 



CAPSTONE QOUBSE : 



□ RE0ULAB 
O SPECIAL NEEDS 




D NEW 

□ RENEWAL 



t>APPLICATION DATE 



PART I SUPPLEMENT TO LOCAL PLAN FOR VOCATIONAL EDUCATION 



CO a, LEA NO. 



cesA 



VTA 



SCHOOL OR AGENCY NAME 



DESCRIPTIVE TITLE O^F ^COURSE 



HXTACH MINUTES OF THE LAST ADVISORY COMMITTEE MEETING. ATTACH AN EXPLANATION IF NO 



1 ATT/ 

mInw 

2 ^OR 



RENEWAL COURSES PROVIDE THE FOLLOWUP 
INFORMATION FOR THE LAST YEABIS COURSE 
GRAOUATES. NUMBER OF: 

EMPLOYED FULL TIME. ^ 

_^ ENROLLED IN 2-YEAR VTA. , 

' (iNROLLEO IN 4-YEAR COLLEGE ' 
* MILITARY 



UN^^MPLO.YEO 
OTHER «GPE©|FY) 



E3TIMATEO ENROLLMENT IN ^PfTQNB 
CPURSE. 

• THIS YEAR 

- -tfeXT YEAR 

IN PIVR YEARS 



APP* NO. (LEAVE BLANK) 



PRIOR APP. (IF ANY) 



a MAJOR PERFORMANCE OBJECTIVES OF THIS • 

CAPSTONE COURSE, (CHECK Of^E OR MORE *EST. % 
OF ENROLLLEES): < ^ ^ 

□ % PFlEPARfi LABOR MARKET ENTRANTS 

g% PREPAR6XOR ^8T H.S. PROGRAM. 
% OTHER ISP&blFY) 
% OTHER (SPECIFY) 



.% OTHER (SPECIFY) 



9. (LEAVE BLXnK) 
PROJECT RATING; 
Manpower 

NMds: I. 
M. Voc. Edue. 

III. SpMlal 



NMds: — 

lUtv to . 



IV. Ability 
Otnar: 
TOTAL [ 



BASIS FOR o'EfrERMINING NEED FOR OFFERING^A COURSE JNTH^^ 
AREA - INCLl/oE MANPOWER DATA AND SOURCE OF INFORMATION 



b GIVE- TITLES AND NUMBERS OF OCCUPATIONS PREPARED FOR ^ USE 6 DIGIT OE COOES. 



IDENTIFY BY NAME THE PRIMARY LABOR MARKET(8) INTO WHICH GRADUATES OF THIS COURSE WILL PROBABLY ENTER. 



0 INDICATE THE NUMBER OF STUDENTS IN TH 1^' COURSE WHO AREi 



(a) DISADVANTAGED 

(b) HANDICAPPED 



OF THOSE DISADVANTAGED, HOW MANY ARE: 

la) POTENTIAL OR ACTUAL DROPOUTa 

" (b) FROM POVERTY FAMILIES. 

(c) MEMBERS OF MINORITY GROUPS. 

(d) UNDERACHIEVERS. 
(•I BORDERLINE lO. 

OTHER. (SPECIFY) ^ 



8B. OF THOSE HANDICAPPED, HOW MANY ARE: 



(•) -MENTALLY RETARDED, 
(b) HARD OF HEARING. 

(e) DEAF. 

(d) SPEECH IMPAIRED. 

(•) VISUALLY HANDICAPPED. 

(f) SERIOUSLY EMOTIONALLY DISTURBED. 
(•) CRIPPLED. 

(h) SPECIAL LEARNING DISABILITIES. 
(I) OTHER. (SPECIFY) 



1*^ TH».3 A SpVciAL NEEDS PROJECT, ATTACH A DESCRIPTION OF ISERVlCES^R ACTIVITIES WHICH ARE PROVIDED FOR THESE 
P'JPILS. I? DISADVANTAGED AND HANDICAPPEQ ARE ENROLLED IN A fy^GULAR CAPSTONE COURSE. EXPLAIN HOW THEY ARE 
pROVrOEO WITH SPECIAL SERVICES OR RESOURCES NOT AVAILABLE' TO REGULAR STUDENTS. 



L'jCAU (LONG RANGE) PLAN FtLEf 3 (ACCEPTED) ON 



UPOATEO(MD8T RECENT^ 



STATEMGiMr OP ASSURANCES 



1^ 



TMC BOARD OF EDUCATION. IN MAKING APPLICATION, A6MES TO COMPLY WITH THE FEDERAL AND STATE REGUaJaTIONS IN 8uq|^ 

MATTERS AS " ' • > > 

1 MAINTENANCE Of ErrQRT IN TE«?y?S OF THE LEA'S SHARE OF EXPENDITURES. 

2 MAINTENANCE AND AUOITINQ OF FISCAL RECORDS IN'SUCH A WAY*XS TO AVOID THE COMMINGLING' OF VEA AND OTHER FUNDI 
,3. SUBMISSION OF NECESSARY REPORTS TO THE STATE SUPERINTPNOENT. | . 

4/ ALL ITEMS REQUESTED ARE APPRDVABLE ACCORDING TO THE STATE PLAN. TO THE BOARDS SgSTs jCNOWLEOQi OF IT. 

OiTFE^ 



SIGNATURE (HEAD ADMINISTRATOR) 



-^-^^^ ATURE (LVEC) 



DATE 



1 



, Voc L»c T vp« 



Subi«ci AdmmiBtr«iiv« DuliVB, or Ofl^«r AMUfnmtnU 



\ 



3 

MInutVB 
Per Day 



7 CKttr^dtd Conuvct (Nature of Duiist. R*quir«d for C^pcratlw Educatton Program) 



Oatlc SaUry 



4 

Day Par 
Wi 



X Vocailonal 



Toial No 0< 
Studarytt 



Ami Chd'9^<«t 



Comr»M'»»ts 



Dat«B Covar^d 



ER«ind*d Contract 
Salary 



% Vocational 



0 /; iCourta T»t«a 



2 
O 

■ H 

a 

u 



5 5 



a 



Ett. Enroll 
Qy Grada 



Minutat 
Par Day 




Day* Par 
^aali 



NO. Oi 
Waakt 



Tamt SdOki aM Othar naaourcat 



Taachar(t) 



9 OtHar Courtat AvaMat^ia and Da«4rafi>ia But Not ^aciulrad 



10 Oascfiba Tha Ctastroom Laboratory Available Fcr This Prooram. (SIza of room, groupings of aqutpmant. ate.) 



M Aiiach Curriculum Plan and Couraa Dutl^na. {11 This it a Naw Program) 



17 Nama Local Youth Group That Will Partlcipata. If Any 

fclylL pHA □ 



SHA 



13. 



How Thay Will Suppltmant Clati gRparlanca. 

2f) . ' ' 



ART III 



COMPLETE THIS SECTION ONLY IF STUDENTS ARE\PLACED ON JOBS AS COURSE REQUIREMENT 



oi Tfaining Stations 



in the Capstono Cisu 



\o o* Capstone 
.viii ttp placed on 
fequ ifemoni 



tludentt that 

/jobs as course 



No of School Crodit to be 
jf^en for On-ThO'Job Training 



2. Av8r90« Traval TIma ^jfwMn 
School and Work Stff^n 



B. No. of Tlm«l Par Month That 
Work Stations WMI Be Vltltad 



7, Teacharlt) 



to. Are Studantt RacelvIng the 
Minimum Waga? 

\ 



3. Numbar of Hours Per Waek 
(IncludinQ Waakandtl 



On Job 



School 



TOTAL 



No of Week^ 



6. Related Clatsies) R^equired 



II. What Provisions are Baing Made if Student i. 
Receiving Sub-mir^lmal Wage' 



Describe Hov^ The On The-Job Training Will ba Rala^d to tho Clasvoom Instruction. 



Describe Innovations or Variances From Cooparatlve Education Standards. 



Organizations or @r0uO^^>Whlch Will Help to Identify Training Stations. 



List Coordination Actlvit(as \n Addition to Work Station Visitations. (Alpo attach the Training Agraem^ni and A Sample 
Training Plan,) \ * ' " ' ^ . 



Justify Unusual Cooperative Education Costs. (In idtfltlon to regular coordination time, extended cor^tract and travel for 
/oordination.) o . 



lERLC 
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PART IV FINAigCIAU PtAN 



PAGE 



OF 





•A NO. 


CESA 


VTA 


SCHOOL OR AGENCY NAME 


oescRiPTive title op course 


APP. NO. (LEA> 


/e blank' ■ 


t Pfior 
(ty No. 


2. Qty. 




4 \Xi 


wry or Taschar's Nama 


6. Qatlgnata Salary Pariod 

Or Suppllar (If Known) 


6. Total 
Cost 


7. Item 1 
No 


/ 












1 


V 
































































































1 






































1 

/ 












f 






























- 




















* 

t 




















: . -. 














^ f 








• 












































TOTAL REQUESTED 







ITEM 



01 SALARIES 



EXPENOITURE TOTALS POR Py 



REQUESTED 



APPROVED 



02.EQUIPMENT 



OaOTMER 



IC6RTIPY THAT ADDITIONAL SALARY EXPENSE HAS BEEN OR 
mix BE INCURRED DUE TO THIS NEW COURSE OPPERING.^ 
DATE APPROVED YpROJECT RATING | REIMBURSEMENT RATE 



ERIC 



APPROVED (STATE SUPERVISOR) 



27 



INITIALS OF SUPT * 



^ TOTAL APPROVED 



Priority 
Ntunber & 
Level 



la. 
lb. 



Ic. 



la. 



2b. 



2c. 



id. 



2e. 



2f. 



2g. 



2h. 
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V. l^RIORITIES OF EXPEMDITDBEg 



•Description of Expenditure 



Expen- Uniform 
dlture Accpunt 
Type Nmber 



Salary of a certified ^LVEC who Is employed as an LVEC at 
least half<-*tlme. ( 

^ ♦ ^> ' ' 

Salary of a new, certified teacher for Capstone teaching, 
sequencfe teaching, special Initial-year planning time, 
and coordinatlop time in projects which introduce a new 
discipline (two-digit code). (One year only) 

Salary of a new, ceirtlfied teacher for Capstone teaching, 
special initial -year planning time, and coordination time 
In projects which introduce a new Qapstone course into a 
dlsciplirie already in existence |n the. school or cluster 
of Schools. (One year only) 

Equipment required for a Capstone course, including the 
rental of equipment normally purchased and which leads 
to ownership. ^ 

Local trayel of certified LVEC, counselor, coordinating 
teaching in a cooperative educatipii or coordinated/simu- 
lation Capstone course, or agriculture teacher for farm 
and project visits. 




Salary o'f a certified teachet of a Capstone course for 
coordination tifeiis, summer employment, and .supervised, 
agriculture projects . v 

Procurement and processing of specfil tests and materials 
used in guidance projects directly related to career de- 
velopment and/or job placements. 

Salary of a .full-time city supervisor in a vocational 
subject area under the direction of a city-side LVEC 
when LVEC'^s are not employed in each high" school building 
in the district. 

Salary or feeb of approved personnel* who participate in 
cafeer development workshops which implement the Wiscon- 
sin Guide. 

Cost of conttacted services which assess and fevaluate 
learning abilities of students with spei^ial needs in 
relations to vocational prep%ation. ^ 



Salary and fees of approved personnel for special plan- 
ning related to vocational education, career development, 
or constimer-homemaking projects 

V 



.1 



1114 



1115 
1115 

t 
0 

2383 



1194 



1115 



1140 



1114 



1114 or 
1115 



1129 * 



1114 or 
U15 



ERIC 



28 
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Priority 
Number & 
Level 

^2i. 



3b • 



Description of Expenditure 



Costs of items included in special research" projects in 
vocational education and career development; 

Salaries 



Expen- Uniform 
diture Account 
Type Number 



. Consultant fees 
Other contracted services 
^ Supplies 
Travel 

Rental of equipment, for a Capstone course, which will not 
.be purchased or owned by the district. 

Materials required for individualizing instruction in Cap- 
stone courses. 



1 1114 through 

1117 

3 . ' 1124 
3 1129 
3 1140' 



2383 



1X40 



3c. Salary of ^certified vocational personnel in mobile iinits 
which serve mulciple schools. (Up to three years) 

3d. Contracts with vocational-technical schools or other public 
institutions which offer vocational- technical programs for 
Capstone-level instructional programs which cannot feasibly 
b^^fferad in a high school or cluster of schools. 

3e. Special audio-visual equipmexit which is required in a Cap- 
stone course to provide individuMized instruction^ or to 
augment unique phases of instruction ^ in the Capstone course 
if the equipment is pld^ed in and retained in the Capstone 
course classroom or department. 
* .1 * 

3f . Salary of additional guidance personnel in a K-12 career 

development program where the additional personnel augments 
an on-going, regular approved guidance and counseling pro- 
gram. (Up to three, years) 

3g. Transportation of students in Capstone coursers which serve 
more than one high school. 

3h. Rental of facilities ^equiredr t<h offer new and improved 
Capstone courses.' (Up to three years) 

3i. Materials needed ^to provide basic or remedial instruction 
with a vocational emphasis to students with special needs. 

4a. Salary of steno-clerical help assigned to funded LVEC. 

4b. Salary of para-professional or skilled technician who is 
employed to assist with instruction In a Capstone course 
under the supervision of a licensed teacher.., \ 

4c. Fees of resource people employed for vocational Inservlce 
programs or workshops. 



1114 



3 
1 



1%29 



2383 > 



1116 

1499 

1751 

1140 
1117 



1119 

1196 



lERiC 



29 



J 



4b. Salaarjr of para-^prjgftessional or skilled technician who is 
employed to asslOT^dlth instruction in a Capstone cotirse 
under the supervision of a licensed teacher. 
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Priority ^ Expen- Uniform^ 

Number & *^ . . diture Account 

Level . Description of Expenditure Type Number 

4d. Special furniture or furnishings directly related to the 

instructional process in Capstone courses. \\ 2 2383 

3a. Rental of equipment, for a Capstone course, which vtIII 

not be purchaised or owned by the district. 2 2383 

3b. Materials required for individualizing instruction in ' / - 

Capstone cburses. ' 3 1140 

3c» Salary of c^rtifief vocational persSinel in mobile tmits 

which serve multiple ^schools. (Up to three years) 1 <JJ-14, 

3d. Contracts with voc&tiotxal-technical schools or other pub- 
^ lie institutions which offer trocational- technical programs 
for Capstone-level instructional programs ?which cannot 

feasibly be offered in a high school or cluster of schools, 3 1129 

3e» Special audioTVigual equipment which is required in a Cap- 
stone course to provide individualized instruction or to 
augment unique phases of ins tt^tion in the^ Capstone course 
if the equipuffent is'pjac^d in and retaineH In the Capstone 
course classroom or department 2 2383 

3f. Salary of adilitional guidance personnel in a K-12 career 

deyelopment prbgjcam where the additional personnel augments 
an on-going, regular approved guidance and counseling pro- 
gram. (Up to tbr^e years) V i 1116 

3g. \Transportation of students in Capstone courses which serve 

/more than* one high school. 3 l499 

3h. Rental of* facilities required to offer new and improved Cap- 

stone com^ses. (Up to three years) 2 1751 

3i, "Materials needed to provide basic or remedial ins tame tion 

•with a vocational emphasis to students with special needs, 3 1140. 

4a. Salary ojf steno-^clerical help assigned to funded LVEC. 1 1117 



4c* Fees of resource pi^oplc employed for vocational inservice 

programs or workshops • ^ 3 1196 

4d»' * Special furniture or furnishings directly related to the 

instructional process in Capstone courses. " 2 . 2383 

4e» Special materials approved for projects in consuirter- t 

hpinemaking and special needs* ^ 3 1140 

O 4f*-i^ Travel lodging and meals for attending bPI - sponsored ; . 
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Special Notes and Requirements ; 

1. A local mar^tenance of effort requirement must be met in all projects 
to satisfy the federal regulations relating to th^ vocational educa- 
tion legislation • . • 

2. Any itemi or expenditure category not included in the above list cannot 
be approved for reimbursement with federal vocational education funds • 

4. Items costing less than $25 per unit xd.ll not be -approved ; exceptions 
can be made in special biases where resource centers or special libraries 
are to be developed under guidelines establishet^ by subject-area consul-- 
tants. - ■ ^ , / 

4. The above priorities and requirements vdll be effective with projects ^ 
approved for Fiscal Year 1973 funding. 
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VI. 'TRAVEL REIlfeURSEMENT POLICY AMENDED JULY 1, 1970 



Effective July «1, 1970i reimbursement for vocational travel will include 
travel costs inqbtred in school-owned vehicles at the rate of 60 per mile, 
the school diis trie t can cleairly substantiate and document a higher cost 
per mile, reitaburaement will be biisea on the figures provided by the school 
district. " \ 

Periodic mileage reports documenting the date, destination and purpose of ' 
travel muse be submitted to substantiate all mileage claimed, The rate of 
reimbursement per mile,,must also be shown* | 

Each mileage' report must be marked "PAID* - with the date and number of the 
check issued to the individual staff member i£ a private car is used. 
Othetwipe, Indicate "School Vehicle" on all mileage reports submitted. 

Those districts which pay the individual staff member a fl^t rate per mon^h 
for travel may receive- reitiabursemetit provided the Superintendent or his 
designated school official certifies ^at the amount claimed is directly 
applicable to the Vocational Educatioff program and Includes local mileage's 
only. The number aud date'Of each check issued must be documented, unless 
travel ailoc^tion^ are included in the payroll* 

A^ in the past, no reimbursement will be made for meals or iodging except 
for attendance at approved conferences sponsored by the Department of Puh-^ 
lie Instruction,' At each qualifying conference, the extent of reimbursement 
will be announced, and if necessary reimbursement forms (VE-14) provided* 
put of state mileage is not reimibursable except in the case of joint school 
districts which cross state lines. 
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* ¥ ■ • 

VII. 'GENERAL PROCEDURES 



The fiscal reports required for funding under the Vocational Education Act 
consist of an encumbrance report which obligates funds for future use and 
3 claim" report which documents expenditures to be reimbursed. Both of these 
reports are filed on the Report of Local Expenditures, form PI-AD-86* 

Although it ii^ feasible to encumber and claim on the same report, we require/' 
that two separate forms be submitted • This simplifies the procedure in com- ' 
pleting eadh report and helps avoid errors and omissions • It also provides an. 
opportunity for the district to review corrected encumbrknce records and re- 
vise claims accordingly before submission. 



Quotable Quote from First National Report of th6 National Advisory Council on 
Vocational Education, July 15, 1969: 

The attitude that vocational education is for somebody else's children must 
change. The number of jobs which the unskilled can fill is declining rapidly* 
The number requiring a liberal arts college education, while growing, is in- 
creasing far less rapidly than the number demanding a technical skill* In the 
1980?s it will still be true that fewer thaxi 20 percent of our job opportunities 
will require a four-year college degree. . In America every child must be educated 
to his highest potential, and the height of the potential is not measured by the 
color of the collar. 
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VIII, ENCUtfflRAMCES 

All it^ins which are to be reimbursed under the Vocational Education Act 
must be obligated by the local district slme time betvreen the project 
approval date and the end of the fiscal year (June 30). Thia is done by • 
aubmitting an encumbrance report (Report of tocal Expenditures, form PI-ADtSO) 
to the fiscal aecti&n of DPI as soon as possible after final approval is rer 
ceived > A sj^arate report must be filed for each approved project, / 

T^e encumbrance report reserves funds phe district anticipates spending, as 
d^pumented by^ purchase orders, contractural agreements, etc. Copies of this '^-^ 
documentation"^ except for teacher contracts^ must be submitted with the Report' 
of Local Expenditures to properly encumber the project * \ ; 

- ■ " •• ' . " i ' • . 

Item numbers from the project approval should be indicated next to each item 
on the purchase order and the cost of each item must be identified separately > > 
Since reimbursement is limited to the total amount encumbered, it is wise to 
enter the total amount approved for, each item on the purchase order. This in- 
sures the availability of sufficient funds to cover cost increa^ses, freight , 
-chatges, etc. 

The information from the purchase orders is summarized in detail on Part IV 
of the Report of Local Expenditures, form PI-AD-86. It includes: 

, A. The date of the purchase order'— column 1 / ; - 

B. The purchase order number column 2 

C. A description of the item orders ^ column 3 

p. The item number - column 3a " ' ' ' ^ 

E. The account code - column 4 * . - 

F. -The amount of the purchase order ^ colxjmn 5 

Note that it is more important to give the riame of the item than the manufacture 
or vendor. The latter should only l>e shown if room permits. 

The account code numbers may be taken directly from the state accounting manual* 
They are also cross-referenced on the Priority of Expenditures listing. 

When encumbering salary items: 

A. Enter the entire amount * approved for sala^-y at one time. 

B. Indicate the name and social security number of the in- 
s true tor, and the period of time covered by €ha salary 
in column 3. All salaries are funded on a fiscal year 
basis (July 1 - June 30) » regardless of the contract 
year for the local district. 

Enter only one item per line. As each encumbrance is made, ^fche uiiused pottion 
pf the project approval (column 8) decreases* Subtract the amount entered in 
column 8 to arrive at the new total. 

^ If an item is encumliered for an incorrect amount,' re-enter it showing only the 
amount to be added or subtracted in coltimn 5, see -sample form, line 9. 
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After all itejaa Itavq been enct^inbered and nsntered on Part IV, eoiBplete, the cover 
page of the report, | ' 

A. Enter the general information at the top of the page. 

. 1» Be sure, to include the curriculum code as part of 
the project number* 

2. The beginning date is ^ the saiae m the project ap- 
proval date. 

3. The ending date is June- 30 unless otherwise 'indiea ted • 

B, On Part X, raarik: the boK '^Encumbrance Keport** only, , ^ • 
C* Enter the date^f the report in Part IX. 

1, On line Ay enter the total amount approved for the - 
project. 

: ■ ' , • • • 

2. Since no payments are shown .-oi^ this report , lines B, ^ 
C, and D will be "0", and the Mailable Balance, ' 
(line E) will be the same as -troe A. 

D. Summarise' the information shown on Part XV by account 6ode 
and make the appropriate entires on Part III'^ ^ 

1. The. account codes (column l) 'and esi^enditure types 
' ^ (coltunn 2) are cross-^reference^i in the Priority of --^ 

- Expend! tures,# 

*' 

2. In ^column 4, enter the total amount approved for ^ 
each account code as shown on the project approval. 
The total of this column will equal the amount shown 
on Part IX, line A- ; ^ 

. \. . 

3. Since no payments are included on this report, the 
amounts in column 5 will equal- the amounts encumbered 

V for each account co^e. The total sliould equal the 
total of column 5^ Part IV. f 

■ ■ • - ^' 

4« Column 6 equals "O'*'. 

5. Column 7 equals coltrmn 4 minus column 5\ The total 
should equal the balance in column- 8* Part IVV 

6, Total each column^ The balance of columns 5^ 6, and 
7 should equal the total of column 4« 

Usually it is sufficient to file only one encumbrance report for each project* 
However, if one or tvo item^ remain questionable after the bulk of the proje:ct 
has been ordered > a partial encumbrance may be filed^i 

Cepies of any corrections will be returned to the local district in two or thr6e 
weeks* If the reports are correct as submitted* no notification will be sent to 
the district*- ^ 
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I?C. CLAIM FbR .-REII-IBURSimNT 

' ' ■ i — 

All itetn^ funded under the Vocational\Education Act are done so' on a reim- 
bursement basis only . 'This means that the local district must pay for each 
item before it can receive any federal^funds for it. Reimbursement is 
claimed through DPI by sub?aitting a Repprt of Local Expendisutres to the 
fisdal section. ' ' 

Claims for reimbursement may b^ suumitted at the discretion of the local 
district, it is usually more efficient ti? accumulate several items on each 
report, and often onty one dlaim need be ii^de for the entire project. 

At least partial claim for reimbursement must be filed i;d.thin six months of 
the close .of the fiscal 
31 of the followiniB; ye^r . 



the close .of the fiscal year (pecember 31) . Final claims are due by December 



A separate claim form ia required for each prbject. It must be accompanied by^ 
copies of all invoices, marked PAID with the kate and number o f t he check issued 
indicated on the face of the invoice. Item ni^bers from the project approval 
should be indicated next to each item on , the iriyoice and the .cost of each item 
identified separately . . 

Mileage claimed must be documented with periodic ^reports showing the da,te> 
destination and purpose of travel . The rate of reimbursement per mile must 
also be* shown. Each mileage report must be'marked "PAID** with th^ date and 
number of the check issued indicated across the front. If a school vehicle 
is used, a notation to that effect should be made on every mileage report . 
submitted.- ' ■ <^ 



Those districts which pay the staff -member^ flat rate per month for travel 
rnay receive reimbursement provided "the Superintendent or hi« oe:;jLgnee certifies 
the amount claimed is directly a ppl icable to the approved Vocational Education 
program and includes local mileage only , ihe^ nijanber and date of each check issued 
must be listed unless mileage is paid as part of the regular salary. 




An inventory of aliTtems on , the claim which cost $100.00 or more per unit must 
also be submitted at mis time > Refer to the section on inventory records fsr 
more information* ^ . • " ^ 

.Part IV of the Report of Local ^Expenditures provides a detailed summary of fee 
information provided on invdices and mileage reports. It includes: 

* -, * ^ ' 

A. The date of the check issued -^coltmin 1 ^ 

B. ^ The invoice number - column 2 . 
C- A description of the .equipment purchased coluBin 3 

D* The item number - column 3a , . , 

E. ^ The account code - column A i 

F. The amount -paid as shown on the invoice - column 6 

G. the number of the check issued - column 7 
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Hote that it "is inore important to give the name of the item ordered than the 
siantifacturer or the vendor. The latter should only be shovm if ro^j)ermits«" 

The account numbers may be taken directly from the state accounting manual, 
They are also cross-referenced on the Priority of Esqjenditures listing. 

When claiming salary: 

A.. Enter the entire salary as o^ payment. 

B* Indicate the name , social security number of the Instructor 
^nd the period of time covered by the salary i^ column 3 . 
All salaries are funded on a fiscal year basis (July 1 - 
June 30) regardless of the contract year for the local district* 

C. Indicate "Payroll" in the check nimiber column. ^ ^ 

D. Salary may not be claimed until after completion of the contract 
period covered. 

Only one item may be entered "per line of th^ report. As each pajnnent is made 
and note J, the corresponding encumbrance must be liquidated. This is done by. 
entering the amount originally encumbered in column 5 in parentheses to indic- 
es te subtraction , Thus x^th each parent, the balande in column 5 decreases 
so that on the final claim it reaches 0. 



if more than one payment will be shovm against a single encumbrance, liquidate * 
only the y^ount paid each time. ^VJhen the final payment is made for this item, 
liquidate the remaining encumbered balance to close out the item, 

■ V 

Colimin 8 represents the unused portion of the project approval* As each entry 
is m^de, the newiiptal in column 8 is determined by: 

A. Adding the amount liquidated (column 5) 

B. Subtracting th^ amount pAid (column 6) 

Thus if the paydSent is less than the amount originally encmbered, the balance 
in column 8 will increase,, 'if the payment is more than the amoupt originally 
entrumbered, the balance in column 8 decreases. If the payment equals the amount 
originally encumbered, the balance in column 8 * remains the 'same. The totals of 
columns 5, 6, and 8 should equal the amount approved for the project. 



. ' - ^^^^ 2^ 

After Part IV is corapleted,* fill out page one of the Report of Local Expenditures 

A. Enter the general info;nnation requested at the top. 

1. Be 8ure to inciude the cirriculum code as part of the 
project number. 



2. The beginning date- is the same as the project approval '"'"^ 
date. ' , 

3. The- ending date is June 30 unless otherwise indicated. 

B. On Part I, indicate whether this is a partial or final claim only. 

C. Enter the date of the report in Part II. 

1. On line Ay/ent^r the amount approved for the project. 

2. OQlit lin^ B, - 

' 3. Enter the total pajments made on this project as indiV 
cated on all claim reports saibmitted to date. This is 
the same* as the total shown on P.art IV> column 6. 

4. Omit line D. 

5. Subtract line C from line A to d^ermine the Available 
Balance (line E) . 

D. Sunmarize the Information shoxm on Part IV by account code and 
* make the appropriate entries on Part III. 

*'v'^ 1. The account codes (column 1) and expenditure types 
o (column 2) are cross-referenced in the Priority oZ 
'^^ Expenditures'. 

> ^. In column 4, enter the total amount approved for " ^ 
' each account code as shovm on the project approval, 
i The tptal of this column x«jill equal the amount shown 

on Part II, line A. 

• f 3. In column 5, enter the total unliquidated encumbrances 
t * each account code (amounts encumb^^red but not yet 

paid). If this If? a^ final claim all encumbrances should 
have been liquidated and the amount entered would be "0". 
' »^ The total of this column should equal the total of column ^ 
5, Part IV. 

-4,. In column 6, enter the total paid to date for each account 
code. The moat current figures from this column would be 
. reported to State Aids each year an the annual report . The ^ 
\ total of colu;mn 6 should equal the total on Part IV, column 6. 



5. Subtract the amount shown In aolunuis 5 and 6 from the 
kmount shown in column 4^ and ent^r the result in 
colunm l\ The total of .column 7 should equal the total 
shown on Part IV, column 8» 

' * ' ■ - . • • _ , ■ ■ ■ . ■ ■ ■ 

6* Total each column. The totals. of column 5, 6 and 7 
should equal the total of column 4. 

■ ■ ■ ■ 

Each al^:^m for reimbursement must be sl^ed by two, different school officials » 
If one man is both the district Administrator and Secretary of the Board , 
another designated official must corsign the report. The co-^signer may be the 
district treasurer, I*VEC,*higb school principal,, etc* ^ 

Allow four to sia; weeks for processing betweien the time the claim is submitted- 
and payment is received. A correc^ted copy of the entire claim report is for-^ 
Warded to the district administrator xd.th a copy of the check transmittal at 
the same time reimbursement is forwarded to the district trfeasurfer. These re-' 
parts should be carefully reviewed for possible error before filing. Any 
questions about the amount of reimbursement received should be directed to the 
fiscal section of DPI*. . . 
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i 

X. NON-REIMBURSA&LE ITEMS 



The following items cannot be approved for jreimbur'sement under the Vocational 
Education Act: , 

A*. Items not approved on form VE-3, Part IV, or subsequent 
change requests (form VE-11) . * 

B. Items on the original ajfoj^ ordered prior to the project 
approval date, or the start of the fiscal year (Jiily 1) 
whichever is later. 

C. Items on change requests ordered prior to the approval date - 
of the request. 

D. Items ordered after the close of the fiscal year (June 30). 

E. Items billed at less than $10.00 per unit, EXCEPT for 
guidance materials (priority 2d). ^ . . 

F. Cost of any item in excess of 110% of th^e approved amount. 

G. Any cost in excess of the total amount approved for the project* 

H. Any cost in excess of the total amount encumbered per expense code. 

I. Any amounts claimed for out of J^t^te travel except where a joint 
school district crosses state lines. 

Ji Costs for meals and lodging unless 'costs are incurred for atten- 
dance at approved Department of Public Instruction conferences. 



42 



